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1. Put the MAGIC SLATEII disk into the disk drive and turn on the computer 
and monitor. 


2. You will see a Main Menu that looks like this: 

















CHAPTER 1: GETTING STARTED 


The writing you are about to do will be saved as a file. This file will always have 
the name you give it now, unless you decide to change it later. 

★ A file name should remind you of what you will write. This will make it 
easier to find your file when you want to come back to it later. 

To name this file, type: firsttry. 

C MAGIC SLATE II 40 COLUMN 


Enter a name for your 
new file: FIRSTTRYi 


Press ESC for Main Menu. 


-fc Notice that your file name cannot have any blank spaces. 

7. Press C return ) . You will see: 

P9:001 Ln 5 0 0 1 ColsOOl Fi Ie:FIRSTTRY 












CHAPTER 1: GETTING STARTED 


8. You will also see a blinking rectangle □. This □ is called a cursor. A cursor is 
used to mark your place. It shows where your typing will appear. 

9. MAGIC SLATEII uses three different cursors: □, I, and I. The cursor you see 
now (□) shows that you are in TYPEOVER mode. In TYPEOVER mode, you 
can change what you have written by "typing over" it. 


10. Look at the words at the bottom of the screen. These are called prompts or 
prompting. 




YPEOUER - Use CTRL-E -For insert, 

— ? -For help, CTRL-Q for Mein Menu. 


TYPEOVER shows that 
you are in TYPEOVER 


mode, (control) - [E 


will switch you to INSERT 
mode. 


o| - |T]will show you 
a list of MAGIC SLATE 
commands. 


( .control) - fol will return 


you to the Main Menu. 


11. Using the TYPEOVER mode, type this: 

this is the first time i have used magic slate ii. 


f Note: 




Be careful not to press ( return ) after typing unless you are told to do so. 


to the Main Menu. Choose 


1 

_fc 

3 / 



to start a New file. 




y 


12. Move the cursor (□) without changing what you have written. 

★ Press or ( F^) to move the cursor left or right without changing anything. 
Holding down (^) or (^) will repeat the move. 

★ Press CT*) or to move the cursor up or down without changing 
anything. 
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CHAPTER 1: GETTING STARTED 


13. Capitalize the first word you typed. 

★ Put the cursor over the "t" in "@his." Hold down (shift) while you type a 
”t." Your "t" will change to a "t." 

14. Change the uppercase "t" back to lowercase "t." 

ir Move the cursor back over the "t" and type "t." 

15. Capitalize all the letters in "magic slate ii. " 

★ Put the cursor over the "m" in 'Qagic slate ii." Press the (£S§) key. 

★ Type: magic slate ii. 

★ To return to typing lowercase letters, press the (S§) key again. 

16. Practice changing letters from lowercase to uppercase and uppercase to 
lowercase. 

Examples: A a A slate Slate SLATE 

17. Add one more sentence to what you have typed. 

★ Hold down (^) to move your cursor (D) to the end of your writing. 

★ Type: 

Next, I will save what I have written. 

(Be sure to make any corrections before you continue.) 

18. Hold down (control) while you press (Q]to quit typing. You will return to the Main 
Menu. 
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CHAPTER 1: GETTING STARTED 


1 9. Save what you have written: 


★ Use the Arrow Keys or press [s] to choose pH and then press ( return ) 
You will see: LSaY2j 


MAGIC SLATE II 40 COLUMN 


Save 


Save as FIRSTTRY? yes! 


Press ESC for Main Menu. 


★ Answer "yes" ("yes" is already written for you) by pressing ( return ) . 

★ The red light on the disk drive will turn on and you may hear a "whirring" 
sound as your file is saved on the disk. When your file has been saved, 
you will return to the Main Menu. 


20. Check to see if your program was saved: 

from the Main Menu and press ( return ) , 


★ Choose 


e 

Load 


★ You will see a list of all the files saved on the disk: 


MAGIC SLATE II 40 COLUMN 

| 

Load 


Files on PAULS.DISK 146 blks free 


■aiamaa 


Use arrows to select a file and 


press RETURN (press ESC to exit):! 



The files on 
your disk may 
be different, but 
"FIRSTTRY" 
should be one 
of them. 


21. Return to the Main Menu by pressing (isc) . 
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CHAPTER 1: GETTING STARTED 



Practice what you learned 




☆ 

☆ 

☆ 

☆ 

☆ 



Start a new file. (When you are asked if you are sure you want to 
start a new file, answer "yes.") 

Give your new file a file name. 

Write a sentence using both uppercase and lowercase letters. 
Correct what you have written if necessary. 

Return to the Main Menu. 

Save what you have written and check to see if it was 
saved. 


sure you 



MAGIC SLATEII disk 

file name 

prompts 

data disk 

cursor 

prompting 

Main Menu 

TYPEOVER mode 

Save 

file 

capitalize 
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* 


DELETE & GET 



1. Put the MAGIC SLATEII disk into the disk drive and turn on the computer 
and monitor. (From now on when you need to do this, the instructions will say 
to "boot the MAGIC SLATEII disk.") 


2. When you see the Main Menu, take the MAGIC SLATEII disk out and put 
your data disk into the disk drive. 


3. To put your first file on the screen you must load it from the data disk. 
★ Choosel 


and press c return ) . 


★ You will see a list of all files that have been saved on your data disk. 


MAGIC SLATE II 40 COLUMN 


Load 


Files on PAULS.DISK 

146 blks free 


Use arrows to select a file and 
press RETURN (press ESC to exit): 


★ Use the Arrow Keys to choose "FIRSTTRY" and press ( return ) . 

(The red light on the disk drive will come on and you will hear a 
"whirring” sound as your file is loaded from the disk into the computer. 
When your file is loaded, you will see the Main Menu.) 


4. 


Choose 



and press C return ) . 
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CHAPTER 2: DELETE & GET 

5. You should see the first file you saved. 



6. Hold down to move the cursor (□) to the end of your text (writing). 

7. Add a new sentence. Type: 

Here is my new sentence. 

8. Use & to move the cursor back to the beginning of the sentence placing the 
cursor over the "h" in "gere." 

9. Delete (erase) the "h." 

★ Hold down (control) while you press [D . 

The "h" will change to [JJ. The "h" is now inversed (highlighted). 

★ Press ( return ) . The JJ] will be deleted. 

10. Try deleting another character (letter, number or symbol). 

★ Put the cursor over the "i" in "@s." 

ir Hold down (control) while you press [d]. The "i" will be inversed. 

★ Press ( return ) . The Q will disappear. 
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CHAPTER 2: DELETE & GET 


11. Delete a whole sentence. 

★ Put the cursor over the first letter of your last sentence. (It should be an 
"e" since you deleted the "h.") 

Ar Hold down (control) while you press [D . 

★ Press [s] (for sentence). The whole sentence should be inversed: 


ere s my neu sentence.| 


★ Press c return ) . The whole sentence will disappear. 

12. Sometimes you may want to delete a word instead of a letter or sentence. 

How do you think you would delete a word? 

13. Delete the word "Next." 

★ Put the cursor over the first letter in the word "gext." 

Ar Hold down (control) while you press [D. 

★ Press M (for word). The word "Next," should be inversed. 

★ Press c return ) . The word will disappear. 

14. Delete the letter "w" in "will." 

15. Delete the first sentence, "this is the first time I have used 
MAGIC SLATE II." 

16. You can get back what you last deleted. 

★ Hold down (control) while you press [G]. 

★ The last thing you deleted (in this case, the first sentence) will return at the 
present location of your cursor. 
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CHAPTER 2: DELETE & GET 


17. You can use Delete and Get to cut and paste (move) pieces of text. 


18. Move the cursor to the end of your writing. 


19. Press ( return ) twice to skip two lines. 


20. Type the following pressing ( return ) at the end of each line: 

Five, six, pick up sticks. 

Seven, eight, lay them straight. 

One, two, buckle my shoe. 

Three, four, knock at the door. 


21. Cut and paste the lines of this poem into correct order using Delete and Get. 

★ Use the Arrow Keys to move the cursor over the "f" in "give, six, 
pick up sticks." 

★ Press (control) - QJ] Press [s]. The entire line should now be 
inversed. Press c return ) . (This is cutting.) 

★ Using the Arrow Keys, move the cursor to the beginning of the line just 
below "Three, four, knock at the door." 

★ Get back "Five, six, pick up sticks, " by pressing 
(control) - [g]. (This is pasting.) 

if Move the cursor over the "S” in 'geven, eight, lay them 
straight.” 

★ Press (control) - [d] and [s] to inverse all Of "Seven, eight, lay 
them straight." Press ( return ) . (This is cutting.) 

★ Move the cursor to the beginning of the line just below "Five, six, 
pick up sticks." Get back "Seven, eight, lay them 
straight," with (control) - [i|Q. (This is pasting.) 

22. You can cut and paste large chunks of text. This makes revising your 
writing very easy. Instead of retyping what you want, you can simply move it 
with Delete and Get. 
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CHAPTER 2: DELETE & GET 


23. Try cutting and pasting other words or sentences. 

24. Try deleting other letters and words. 

25. Try getting back those letters and words. 

26. By now you may not have much left on the screen. Is the first file you wrote and 
saved gone? (NO, it's still on the disk where you saved it.) 


27. To put your first file on the screen again, you must load it from the data disk. 


Press Ccontrol) - [Q] to return to the Main Menu. 
Choose 


jBJ 

loaq 


and press c return ) . 


★ Answer "yes" to load a file without saving your latest changes by pressing 

C RETURN ) . 


* Choose "FIRSTTRY" and press ( return ) . 


★ Choose | J| | and press c return ) . 


★ You should see the first file that you saved. 


Pg:001 Lni001 Col!001 FiIeiFIRSTTRY 


@his is the first time i have used 
MACIC SLATE II. Next, I will save what 
I have written. 


ginr 


28. Why doesn't the sentence, "Here is my new sentence," appear on the 
screen? (Because you did not save it on your disk.) 
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CHAPTER 2: DELETE & GET 


29. Add the new sentence now and save it on your disk. 


★ Move the cursor to the end of your writing. 

★ Type the new sentence: Here is my new sentence. 


★ Press (control) - [Qj to return to the Main Menu. 

★ Choose I 


53 

Sava 


and press ( return ) . 


★ Answer "yes" to save FIRSTTRY by pressing ( return ) . 

★ Everything that was on the screen (including the new sentence) will be 
saved on your data disk. 


H-13 





CHAPTER 2: DELETE & GET 




Delete a sentence. 




Cut and paste sections of text. 



boot 

inverse 

Get 

Load 

character 

cut and paste 

text 

Delete 
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Note: If you are continuing from Chapter 2, DELETE AND GET, 
without turning off the computer, go to the Main Menu and 
begin with Step 3 below. 


1. Boot the MAGIC SLATEII disk. 


2. When you see the Main Menu, take the MAGIC SLATEII disk out and put your 
data disk into the disk drive. 


Choose I rfew I and press C return ) . If you have continued from Chapter 2, DELETE 
AND GET without turning off the computer, you may see: 


MAGIC SLATE II 40 COLUMN 


FIRSTTRY is in memory. 

Do you really want a new file? yes| 


Press ESC for Main Menu. 


4. Press c return ) to answer "yes." 


5. Name your file "INSERT' and press c return 


Type the following: 


Today, I will to use INSERT. The 
sentence that I typing has some missing 
words. 
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CHAPTER 3: INSERT 


7. Move the cursor over the "t" in ’typing". 

8. Hold down (control) while you press [e\ 

This (control) - [e] switched you to INSERT mode. Look at the 
cursor. In INSERT mode, the cursor is a blinking vertical line (I). 


9. Look at the prompting at the bottom of the screen._lt tells you that you are now 
in INSERT mode. It also tells you that (control) - [e] will switch you back to 
TYPEOVER mode. 


as? 


ERT —. Use CTRL — E_for typeover. 


— ■? -For - he l p 


CTRL-Q For 


ain Menu. 


10. Try switching back and forth from INSERT to TYPEOVER using (control) -[e~. 
Notice the cursor and the prompting at the bottom of the screen. 


11 . Switch to INSERT mode. Your cursor should be blinking in front of the "t" in 

"typing.” 


12. Type "am," then press the Space Bar. Notice that what you typed was 
inserted (added) in front of the cursor. 



13. Use C+-) to move the cursor before the "a" in "am." 

14. Use (control) - [d], followed by [wj and ( return ) to delete the word "am." You 
should be back where you were in Step 11. 
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CHAPTER 3: INSERT 


15. Insert the word "am" before the word "typing" again. 

(If you can't remember how, look at Step 12.) 

16. Move your cursor before the "t" in "to." 

17. Insert the word "learn" between the words "will" and "to." 


18. 


It is easy to replace one word with another. Try this: 

★ Move your insert cursor before the "s" in "some." 

★ Delete the word "some." 

★ Insert the word "no" between "has” and "missing." 

★ Your screen should look like this: 


r 


> 


P 9 ‘ 001 Ln:003 Co t s 00.1 File! INSERT 

=fB= 


4 '4 

Today, I will I earn to use INSERT. The 
sentence that I am typing has no 
missing words. 



19. Save what you have written. (If you don’t remember how to save, see Chapter 1, 
GETTING STARTED, Steps 19 and 20.) 


20. Choose 



to return to your writing. 


21. INSERT mode can be used to insert characters, words, sentences, or blank 
spaces. Try inserting many different things. 


REMEMBER THAT NOTHING YOU CHANGE OR 
ADD IS SAVED ON YOUR DATA DISK UNLESS 
YOU SAVE IT AFTER YOU CHANGE IT. 
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CHAPTER 3: INSERT 



☆ Switch to INSERT mode. 



Insert a word, a space, a character. 



Insert a sentence. 


Delete everything that you have typed. 


Try typing in new text from INSERT mode instead of TYPEOVER 
mode. (Some people prefer to write this way.) 



insert Insert cursor 

INSERT mode Typeover cursor 

TYPEOVER mode 
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* 


PARAGRAPHS 



---N 

Note: If you are continuing from Chapter 3, INSERT without turning off 
the computer, go to the Main Menu and begin with Step 2 below. 
From now on, remember to skip Step 1 if you already have 
MAGIC SLATEII loaded into the computer. 


1. Boot the MAGIC SLATEII disk and then replace it with your data disk. 


2. Choose 




and press ( return ) . 


3. Name your file "PARAGRAPHS" and press ( return ) . 


4. Indent by pressing the (tab) key, or by holding down (control) while pressing [T] 
or by pressing the Space Bar four times. 


5. Type this paragraph: 

Paragraphs are important. They are 
easy to mark. Use RETURN to mark a 
paragraph. 


6 . 


At the end of your paragraph, press c return ) . The end of a paragraph is 
marked with a J . This end-Of-paragraph mark will not show when your 
writing is printed. Your screen should look like this: 


r 


Pg: 00 1 Lns 004 CoUOOl Fi I e: PARAGRAPHS 


Paragraphs are important. They are 
easy to mark. Use RETURN to mark a 
paragraph.^ 


□ 




V. 


TYPEOUER - Use CTRL-E for insert, 
v5-~ for help. CTRL-Q for Main Menu. 
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CHAPTER 4: PARAGRAPHS 


7. Type another short paragraph (be sure to indent). Press c return ) at the end of 
your paragraph and look for the end-of-paragraph mark. 


Save your two paragraphs now so that you can always load them again and 
start over without retyping. 

★ Press (control) - Q to return to the Main Menu. 


★ Choose 


and ( return )to save. 


9. Choose 


and press ( return ) to get back to your paragraphs. 


10. An end-of-paragraph mark ( k! ) can be deleted like any other letter or symbol. 
Delete both end-of-paragraph marks now and watch what happens. 


11. An end-of-paragraph mark ( k/ ) never types over a letter. It is always inserted. 
You do not have to switch to Insert mode. Try placing both end-of-paragraph 
marks where you had them and watch what happens. 


Your paragraphs should look the way they did before 
you deleted the end-of-paragraph marks. 


12. You already know how to delete characters, words, and sentences. You can 
also delete whole paragraphs. 

★ Move the cursor to the beginning of a paragraph. 

★ Hold down (control) while you press [d]. 

★ Press [p]. (The whole paragraph will be inversed.) 

★ Press ( return ) . The paragraph will disappear. 

Remember that (control) - [g] will 
get back what you last deleted. 
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CHAPTER 4: PARAGRAPHS 



Practice what you learned 



Create and save a new file that is two or three paragraphs long. 
(Use this file to practice.) 



Delete the end-of-paragraph mark ( J ) for one paragraph. 

(If this leaves any blank spaces that you don't want, delete them.) 




Insert a new end-of-paragraph mark somewhere. 
(Fix any spacing problems.) 


★ 


sure you understand 



indent end-of-paragraph mark 

Tab 
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1. Boot the MAGIC SLATEII disk and then replace it with your data disk. 

2. Choose ^ and press ( return ) . 

3. Name your file "FIRSTPRINT" and press ( return ) . 

4. Type one or two short paragraphs that you would like to print. (Indent each with 
(tab)-) 

5. Use what you have learned (Insert, Delete, etc.) to edit what you have written. 


6 . 

7. 

8 . 


When you are ready to print what you have written, return to the Main Menu 

( (control) - GS). 

Save what you have written. 
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CHAPTER 5: PRINT 


9. "Yes" is already written for you, so just press C return - ) . The screen lists your 

format (text arrangement) choices: 

-- 

MAGIC SLATE 40 COLUMN 

Print I 


Paper Format 
Quick Format 
Custom Format 


L Use arrows to select and press RETURN. 

Press ? for help. 

_ J 


if Existing Format will print your file exactly as you saw it on the 
screen. 


★ Paper Format will print your file to fit a standard 8 1/2" XII" sheet 
of paper. Your file will not look like it did on the screen. It will be 
shorter and wider. 


★ Quick Format lets you: 

choose Existing Format or Paper Format 
add page numbers 
double space 

print a Fast print (text mode) 


★ Custom Format will let you create your own format by changing 
any or all of these: 


graphics/text 
margins 
vertical spacing 


paper size (length/width) 

justification 

print controls 
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CHAPTER 5: PRINT 



★ Make sure that your printer is on and that your paper is set (follow the 
directions that came with your printer), then press ( return ) . 

★ Because you chose Existing Format, your file will be printed exactly as you 
saw it on the screen. 


As soon as your file is printed, you will see: 














CHAPTER 5: PRINT 


★ Answer "no" and press C return ) . You will see a list of the files on your disk: 


MAGIC SLATE II 40 COLUMN 


Pr i nt 


Files on PAULS.OISK 

136 blks free 


■miffs 

FIRSTPRINT 


Use arrows to select, SPACE to v files 
then press RETURN (ESC exits):! 


”1 Your list may 
J be different. 


If you wanted to print a different file or print more than one file at once, you 
could do it now without going back to the Main Menu. 


11. Print your file using Paper Format. 

tk Use CD to choose "FIRSTPRINT" and press C RETURN ) . 

☆ This time choose Paper Format and press c return ) . 

& After checking your printer, press ( return ) to print your file. Because you 
chose Paper Format, it will be printed to fit a standard piece of paper. 


12. Print a file using Quick Format. You will see the list of files on your disk. Choose a 
different file to print and press ( return ) . 


Use (D) to select Quick Format and press ( return) . You will see: 


MAGIC SLATE II 40 COLUMN 


Quick Format 


Base Quick Format on: 

Paper Format 

Pa9® numbers? yes 

Double spacing? yes 

Fast print (text mode)? yes 


Use arrows to select and press RETURN, 
CTRL-B to back up, ESC to exit. 
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CHAPTER 5: PRINT 


k Use CD to select Paper Format. Press ("return ) . 

k Answer "no" to page numbers, press ( return; . 

k Answer "yes" to double spacing, press ( return ) . 

k Answer "yes" to printing a Fast print, press ( return ) . 

k After checking your printer, press ( return ) . Your file will be printed in 
double spaced Paper Format with no page numbers. 

k Press (esc) to return to the Main Menu. 


Note: Use Paper Format, Existing Format, or Quick Format until you complete 
Chapter 11, FORMAT. After you finish Chapter 11, try printing using 
Custom Format. 

V___ J 
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CHAPTER 5: PRINT 



Practice what you learned 


☆ 

☆ 

☆ 

☆ 


Begin a new file. 

Write something else you would like to print. 

Proofread your writing. 

Use MAGIC SLATEII features to edit what you have written. 
Print your file exactly as it appears on the screen. 

Print your file to fit on an 8 1/2" XII" paper. 



Print 

format 

Existing Format 


Paper Format 
Quick Format 
Custom Format 
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& 


OTHER TYPESTYLES 


1. Boot the MAGIC SLATEII disk and then replace it with your data disk 



2. Choose 


jQ, and press ( return ) . 


3. Name your new file "TYPESTYLES" and press C RETURN ) . 


4. Indent, type the following sentences, and press ( return ) . 

MAGIC SLATE II can change 
TYPESTYLES. This TYPESTYLE is called 
Plain Text. 

(Your screen will show the typing in Plain Text.) 


5. 


You can use Other Typestyles in your writing. 

★ Hold down (control) while you press [oj. 

★ You will see the OTHER TYPESTYLES menu: 


P 9 i 001 ^LrU 004 CoMOOl F i Ie!TY PESTYLES g 

MAGIC SLATE II can change 
TYPESTYLES. Thifi 


Plain Text.* 


OTHER TYPESTYLES 


Italics 

©aflO flra@ 
StciAci 1 
Super scr j P t 
Subscript 


★ MAGIC SLATEII is set for Plain Text. (Notice the V-mark.) 

★ Use QD to move the selector bar to Boldface. 

★ Press the Space Bar to place a V-mark by Boldface. This will set 
MAGIC SLATEII to Boldface. 


H-28 
















CHAPTER 6: OTHER TYPESTYLES 


★ You should see: 



This TYPESTYLE is called Boldface. 

(Your screen will show the typing in Boldface.) 

7. Change the typestyle of your next sentence. 

★ Hold down (control) while you press [o] to see the OTHER TYPESTYLES 
menu again. 

★ Notice that MAGIC SLATEII is set for Boldface. (See the V-mark.) 

★ Use CD to move the selector bar to Boldface. 

★ Press the Space Bar to cancel Boldface. The V-mark will return to 
Plain Text. 

★ Use CD to move the selector bar to Underline. 

★ Press the Space Bar to place a V-mark by Underline. This will set 
MAGIC SLATEII to Underline. 
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CHAPTER 6: OTHER TYPESTYLES 


k You should see: 


P 9 s _0 01 Ln ^0Q5 Col: 001 F i I e: TYPESTYLES ^ 


MAGIC SLATE II can change 
TYPESTYLES. Thi 
Plain Text.^ 

This TYPESTYLE i 


OTHER TYPESTYLES 

Plain Text 

Boldface 


Under 1ins 


©KtfQflffiG 
Stencil 
Super bCri pt 

Subscript 


Use arrows to select, 
SFACE to v on/off, 
then press RETURN. 


k Press ( RETURN ) . 


8. Type this sentence and press ( return ) . 

This is underlined. 

(The screen will show your sentence underlined.) 


9. You can combine typestyles. 


k 


Hold down (control) while you press 
menu again. 


O 


to see the OTHER TYPESTYLES 


★ Use (jD t0 m ° v ® the selector bar to Boldface. 

★ Press the Space Bar to place a V-mark by Boldface. This will set 
MAGIC SLATEII to Boldface and Underline. (You should see two V- 
marks.) 


★ Press ( RETURN ) . 


10. Type this sentence and press ( return ) . 

This sentence is boldfaced and underlined. 

(Notice that your screen now has four different styles: Plain Text, 
Boldface, Underlined, and Boldface with Underline.) 


Note: In Chapter 10, you will learn to change from one typestyle to another 
without retyping the text. 
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CHAPTER 6: OTHER TYPESTYLES 



Create a new file. 


Write a sentence using each typestyle. 


Try different combinations of typestyles. 


Save the file. 


Print the file. Which typestyles or combinations are 
your favorites? 


sure y 


ou unucisidiiu 


Other Typestyles 
Plain Text 
Boldface 
Underline 


Outline 

Stencil 

Superscript 

Subscript 


Italics 






1. Boot the MAGIC SLATEII disk and then replace it with your data disk. 

2. Choose ^3 and press ( return ) . 


Name your file "JUSTIFY" and press 


4. Type the following paragraphs using the (tab) key to indent: 

MAGIC SLATE II can justify a 
paragraph. "Justify" means to space so 
that lines come out even at one or both 
margins. 

Using MAGIC SLATE II, you can left 
justify, right justify, justify both 
sides, and center. 


5. You can use Change Justification to make the lines of text come out even 
on one or both sides. Justification can also be used to center text, titles, or 
headings. 


Left side only Right side only 
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CHAPTER 7: CHANGE JUSTIFICATION 


Both sides 


Pg:001 Ln* 005 Co 1:001 File:JUSTIFY 

1 a ■ & / ' i—b 

This is a sample of both sides 
being justified. Notice the extra 
spaces that have been added to make 
both sides come out even.* 


TYPEOUER - Use CTRL-E for insert/ 
a-? for help, CTRL-Q for Main Menu. 


Centered 


Pg:001 Ln:001 Co Is 012 File:JUSTIFY 


This is centered../ 


j 


Right now both paragraphs are justified Left side only. 

★ Be sure the cursor is at the beginning of the paragraph you want to 
change (the second paragraph). 

★ Hold down (control) while you press [C^ . 

★ You will see the CHANGE JUSTIFICATION menu: 



P 9 ;00 1 ^Ln^O05 CoUOOl File:JUSTIFY ^ | 

MAGIC SLATE II can justify a 
paragraph. "Justify" means to space so 
that lines come out even at one or both 


margins.^ 

Using MAGIC SLATE II, you can left 
justify, right justify, justify both 


sides, and cen 



CHANGE JUSTIFICATION 



Centered 

I Pight side 
| Both sides 

on 1 y 

Use arrows to 

se 1 ect and 

1 Press RETURN. 

ESC exits. 1 



★ Use (D to move the highlighted selector bar to Right side only. 

★ Press ( RETURN ) . 
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CHAPTER 7: CHANGE JUSTIFICATION 


i k 


Your second paragraph will be justified Right side only. 


r 


Pg:001 Ln:005 Co 1:002 FilerJUSTIFY 


MAGIC SLATE II can justify a 
paragraph. "Justify" means to space so 
that lines come out even at one or both 
margins.* 

Using MAGIC SLATE II, you can left 
justify, right justify, justify both 
sides, and center.* 







7. Try justifying Both sides of your first paragraph. 


★ Be sure the cursor is at the top of the paragraph you want to change. 

★ Hold down (control) while you press [c]. 

★ Use CT~) to move the highlighted selector bar to Both sides. 

★ Press C RETURN ) . 


★ Your first paragraph will be justified on both sides. Notice that 
MAGIC SLATE II does this by adding spaces. 


P9!Q01 Lrwooi Col!0 01 FileiJU STIFV ^ g 

MAGIC SLATE II can justify a 
paragraph. "Justify" means to space so 
that lines come out even at one or both 
margins.* 

Using MAGIC SLATE II, you can left 
justify, right justify, justify both 
sides, and center.* 


8. Add a title to your writing. 

★ It would have been easier to type and center a title before you wrote 
the paragraphs, but let's pretend that you forgot to type the title. 
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CHAPTER 7: CHANGE JUSTIFICATION 


★ Make sure the cursor is at the beginning of the first paragraph. 


★ Set MAGIC SLATEII to INSERT mode by holding down (control) 
while you press [e]. You will see an Insert cursor (I). 

★ Type "justification" and press ( return ) . 


★ 


Your screen should look like this: 


r 


P 9 : 001 Ln:002 Col 


001 


FiIe:JUSTIFY 


JUSTIFICATION* 

MAGIC SLATE II can justify a 
paragraph. "Justify" means to space so 
that Iines come out even at one or both 
margins.* 


Using MAGIC SLATE 11, you can left 
justify, right justify, justify both 
sides, and center.* 


>v 


V. 





9. Center your title: 

★ Move the cursor to the beginning of your title. Your title is like a short 
paragraph marked with an end-of-paragraph mark ( ^ ) at the end. 

★ Hold down (control) while you press [c]. 

★ Use Cfj to move the selector bar to Centered. 

★ Press ( RETURN ) . 

★ Your title will be centered. 


10. You will probably use centering often. Just be sure that the words that you want 
to center are followed by an end-of-paragraph mark ( ^ ). 


11. You may do a great deal of word processing before you’ll need to use other 


types of justification. All you need to remember is (control) - [CJ for CHANGE 


JUSTIFICATION. 
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Practice what you learned 


☆ 

& 

☆ 

☆ 

☆ 


Create and save a new file that is two or three paragraphs long. 
Change the justification of one paragraph to Both sides. 

Change the justification of another paragraph to Right side only. 
Insert and center a title. 

Save the file. 

Print the file. 



sure 


you 



Right side only 
Both sides 


Change Justification 

justification 

Left side only 


centered 





& 


VERTICAL SPACING 


1. Boot the MAGIC SLATEII disk and then replace it with your data disk. 



2 . 


Choose 


Load 


and press ( return ) . 


3. Select the file "PARAGRAPHS" and press C return ) . (This file was created in 
Chapter 4, PARAGRAPHS. If you do not have "PARAGRAPHS" on your disk, 
type two short paragraphs and continue.) 


4. Choose 


and press c return ) . You should see the two paragraphs which 


you saved earlier. 


5. You can change the vertical spacing of a paragraph. 

★ Be sure the cursor is at the beginning of your first paragraph. 
is Hold down (control) while you press [v]. 


★ You will see the VERTICAL SPACING menu: 


P 9 ! 001 LniOO1 Co 1:001 FiIe:PARAGRAPHS 


Paragraphs are important. They are 
easy to mark. Use RETURN to mark a 
paragraph.* 

I mill use paragraphs in reports 
and creative writing. Each time I 
start a new topic, I will need a new 
paragraph.* 


VERTICAL SPACING 


Single spacing 


1- 1/2 spacing 
Couble spacing 

2- 1/2 spacing 


Jse arrows to seIect and 
p^ess RETURN. ESC exits. 


★ This paragraph is set for single spacing. 

★ Use (J) to move the selector bar to double spacing. 
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CHAPTER 8: VERTICAL SPACING 


★ You should see: 


P9i001^Ln^001 Col:-Q01 File? PARAGRAPHS ^ 

Paragraphs are important. They are 
easy to mark. Use RETURN to mark a 
paragraph.^ 

I will use paragraphs in reports 
and creative writing. Each time I 
start a new topic, I will need a new 
paragraph .* 


VERTICAL SPACING 

Sirgie spacing 
1-1/2 spacing 


Jse arrows to select and 
>rsss RETURN. ESC exits. 


★ Watch your first paragraph as you press ( return ) . 

★ Notice that your first paragraph is now double spaced. 

(Your second paragraph is still single spaced.) 

6. Change the vertical spacing of your second paragraph. 

★ Move the cursor to the beginning of the second paragraph. 

★ Hold down (control) while you press [v] to see the VERTICAL SPACING 
menu again. 

★ Notice that this paragraph is set for single spacing. 

★ Use CD to choose 2-1/2 spacing. 

★ Press ( RETURN ) . 

★ Notice the 2-1/2 spacing in your second paragraph. 


7. Try other changes in the vertical spacing of your first or second paragraph. Can 
you change the vertical spacing from the bottom of a paragraph? 


8. Set the vertical spacing back to single spacing when you are through. 
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CHAPTER 8: VERTICAL SPACING 


Practice what you learned 



Create a new file. 

Write a paragraph after you have set MAGIC SLATEII to 1-1/2 
spacing. (MAGIC SLATEII will use whatever spacing 
option you have selected while you write.) 


Change the vertical spacing of your paragraph. 


Be sure you understand 



vertical spacing 


double spacing 


single spacing 


2-1/2 spacing 


1-1/2 spacing 
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1. Boot the MAGIC SLATEII disk and then replace it with your data disk. 


2. Choose 


and C RETURN 


3 Name your new file "SEARCHREPLACE" and press ( return 


4. Type the following paragraph including the six "2"s (with a space between each) 

This time I will write a paragraph. 

I will learn how to use MS II to search 
and replace. MS II can search and 
replace words, numbers, or letters. 

Learning to search and replace with MS 

II is easy and fun. 222222 

5. Save what you have written so that you can always load "SEARCHREPLACE” 
and start over again without retyping. 


6. After you have saved "SEARCHREPLACE," choose If t | and press ( return ) . 
You should see the paragraph that you just saved. Your cursor should be at the 
beginning of the paragraph. 


S©arch for the words "search and replace." MAGIC SLATEII will 
help you find each place where you have typed the words "search and 
replace. H 

& Hold down (control) while you press [s]. The prompt at the bottom 
of the screen will ask: 



Type: search and replace 
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★ Press C return ) . The prompt will say: 


P previous, N next. G global, 

_ ESC t-o ex it. _ 


★ 


Press [n] (next). Your cursor will move to the "s" in the first "search 
and replace" in your file. 


PqsOOI Ln!002 Col:034 FiIe:SE hRCHREPLACE 


—*-rj*---ca--- 

This time I will write a paragraph. 

I will learn how to use MS II to |earch 
and replace. MS II can search and 

rep I ace words, numbers, or letters. 
Learning to search and replace with MS 

II is easy and Fun. 2 2 2 2 2 2 


★ Press [n] again. Your cursor will move to the next "search and 
replace" in yourfile. 


Pgi00l^Ln^003 Co I 5 025 Fi IesSEARCHREPLACE 

This time I will write a paragraph. 

I will learn how to use MS II to search 
and replace. MS II can |earch and 

rep I ace words, numbers, or letters. 
Learning to search and replace with MS 

II is easy and Fun. 222222 


★ Press [N] again. Your cursor will move to the next (3rd) "search and 
replace" in yourfile. 

/ \ 

P q:0 01 Ln s 0 0 5 Col :013 Fi Ie:SEARCHREPLACE 

This time I will write a paragraph. 

I will learn how to use MS II to search 
and replace. MS II can search and 
replace words, numbers, or letters. 

Learning to [ijearch and replace with MS 

II is easy and Fun. 2 2 2 2 2 2 


★ Press [n] again. This time you should hear a "beep." The "beep" lets you 
know that there are no more examples of "search and replace" in 
your file. 
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8. There are a few more things to learn about searching. 

i k Cancel the search you have been doing by returning to INSERT or 
TYPEOVER mode (press (esc)). 

Tk Move the cursor to the beginning of your file. 

•fa Start a new search by holding down (control) while you press [§\ 
You will see: 


SEARCH 

What do you uant t-o search for? 

□ 


'k Type "i" and press ( return ) . 

★ Press [n]. Did your cursor go to where you thought it would? Probably not 
When you tell MAGIC SLATEII to search for an "i," it finds all of them, 
whether they are capitalized (i) or not (i). 

★ Continue to press (7T] to find all the "i"s and "i"s that are words 
or parts of other words. 


9. What if you only want to find the word "i" and not all the "i"s and "i"s that are 
parts of other words? 

k Cancel the search you have been doing by returning to INSERT or 
TYPEOVER mode. (Press (Isc).) 

k Move your cursor to the beginning of your file. 

k Hold down (control) while you press [Sj. You will see: 


SEARCH 

What do you uant to search for? 

□ 


k Think about what you would enter to search for the word ”i." 
(Hint - Think about using blank spaces.) 

k Enter the text you think will find the word "i" each time it occurs. 

★ Press [n] three times to move to the two places where the word 
"i" is found and then to hear the "beep." 
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10. Did your search for the word "i" work? 

★ If the text you searched for was " i " (space i space), then you would have 
found the word "i" two times. This will work unless "i" occurs at the 
beginning of a line or is followed by punctuation. 

■fr "i " (i space) would work if none of the words in your file ended with an 
"i" or "i." (Your file has three "n"s so they would be chosen also if you 
used "i" (i space). 


11 . Would " i" (space i) work? (No," i" would find any word that began with an 
"i" or "i" such as "in.") 


12. Replace "ms II" with the words "magic slate ii." Replace is like 
search except that it replaces the text you pick with something else. 


Move the cursor to the beginning of your file. 


Hold down (control) while you press [Rj. You will see: 




REPLACE 

What 

□ 

do you 

want to rep 1 ace? 

What 

do you 

want to replace it with? 

Do you want 

prompt i r< 9 ? 


★ The REPLACE prompt will ask you 3 questions. The first will ask: 


What, do you want t-o replace? 

□ 


Type "ms ii" then press ( return ) . 
The second will ask: 


What do you want to replace it with? 

□ _ _____ 


Type "magic slate ii" and press ( return ) . 
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☆ The third will ask: 


Do you want prompting? vesl 


■fr Press C return j to answer "yes." 
The prompt will change to: 


P preyious. H next, G global* 
_ESC to exit. 


★ Press \N} (for next). You will see the first "ms ii" inversed. 



This time I will wri te a paragraph. 

I will learn how to use iSMBHH to s&arczh 
and replace- MS II can search and 
replace words, numbers, or letters. 
Learning to search and replace with MS 

II is easy and tun- 222222 


*k The prompt will say: 


■fr Press C return ) to answer "yes." 

★ The first "ms ii" will be replaced with the words "magic slate ii 


Pq: 001 Ln: 0 0 2 Co I :039 Fi Ie5SEARCHREPLACE 


This time I will write a paragraph. 

1 will learn how to use MAGIC SLATE II 

to search and replace. MS II can 

search and replace words, numbers, or 

letters. Learning to search and 

replace with MS II is easy and -Fun. 2 

2 2 2 2 2 
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★ Press [FQ again. Your cursor should move to the next "ms ii” in your file. 


f-9 


oo l 


YY 

Th i s 


L n : 0 0 3 


Co I i0^5 


FiIe;SEARCHREPLftCE 


time I mill write a paragraph 

1 will I earn how to use MAG IC SLATE II 
to search and replace. HSKZ3 can 
search and replace words, numbers, or 
letters. Learning to search and 
replace with MS II is easy and fun. 2 

2 2 2 2 2 


★ The prompt will ask: 


Replace -this one? yesl 


★ Press ”n" (for "no") and then ( return ) . 

★ Press [n] again. Your cursor should move to the next "ms ii" (last one) in 
your file. 

★ Replace this one by pressing c return ) . 

★ Press El. You should hear a "beep." This lets you know that there are no 
later examples of "ms ii" in your file. 


13. You can search or replace backward in your text, use [p] for previous (earlier). 


★ Press I_Pj. Your cursor should move to the previous "ms ii" in your file 
(the one you answered "no" to changing). 


Pg:001 

*>+X= 


Lr> U» 03 1 S 0 y 5 


FiIe:SEARCHREPLACE 


► * ^ ~ ^ < 
This time I will write a paragraph. 
I will learn how to use MAGIC SLATE II 
to search and replace. SE9QQ can 
search and replace words, numbers, or 
letters. Learning to search and 
replace with MAGIC SLATE II is easy and 
Fun. 222222 


★ Replace this one by pressing ( return) . 

★ Press [p] again. This time you should hear a "beep." The "beep” 

lets you know that there are no previous examples of "ms ii" in your file. 
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14. A global replace will replace all of the things you want to replace at once. 
Cancel your replace of "ms ii" and return to INSERT or TYPEOVER 
mode by pressing (esc) . This will return you to the mode you were in before 
you started to replace. 


☆ Start replacing by holding down (control) while you press [R 


if At the first prompt, type "2” and press ( return ) . 

if At the second prompt, type "i am great ! ” then press ( return ) . 


if At the third prompt, press ”n" (for "no") and press ( return ) . 

★ Press [g] for global. Every "2" will be replaced with "i am great ! ” To 
stop a lengthy global replace, press (esc) . (The example above is too short 
to use (esc) .) 
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Practice what you learned 


ik 

ik 

ik 

ik 

ik 


Search for another word. 


Search for a group of letters such as "ea," "ra,” or "se." 


Search for punctuation marks 


Replace "I am” with "Julie is" (or use your own name). 


Replace "magic slate ii" with "ms ii” using a global replace. 



sure you 


* 


understand 



Search previous 

next global 

Replace 
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1. Boot the MAGIC SLATEII disk and then replace it with your data disk. 


2 . 


Choose 



and press ( return ) . 


3. Name your new file "BLOCKS" and press c return ) . 


4. TypeJhe three paragraphs shown below about Block Commands. 
Use (tab) to indent. Be sure to press c return ) at the end of each paragraph 

Block commands let me move text 
from one place to another. This is the 
sentence that I will move. 

Block commands let me copy text. 

This is the sentence that I will copy. 

Block commands let me change 
typestyles without retyping. I will 
change this sentence to Italics. 


5. Use quick save to save these three paragraphs. Hold down [c5] while 
you press [S]. You will hear a whirring sound. The prompt will tell you: 


SAUING 


SAME 

BLOCKS... 


FILE 


6. "BLOCKS" is now saved and you may continue. 


7. You can mark a block of text. 

★ Move your cursor to the space after the first sentence. 


Pg:0 0 1 


Lns 002 


Co I = 0 2 7 


File:BLOCKS 


‘ ‘ - " V ^ — 

Block commands let me move text 

from one place to another.j] This is th 
sentence that I will mo^e.^ 

Block commands let me copy text. 










CHAPTER 10: BLOCK COMMANDS 


★ Hold down (control) while you press [b]. The prompt at the bottom of 
your screen will say: 


BLOCK COHHANDS 

Enter number of bIock to mark. 

? for command menu. ESC to exit, 


★ Type "l." You should see a block marker that has been 
inserted before your cursor. This marks the beginning of block 1. 


Rq:0 01 L n s 0 0 2 Col •0 30 Fi Ie • B L O C K S 


Block commands let me move text 
from one place to another. [] This 
the sentence that I will move. 

Block commands let me copy text. 


★ Move your cursor to the end of the second sentence over the 
end-of-paragraph mark. 


P 9 !0 0 1 Ln:0 0 3 Col :031 File!BLOCKS 


Block commands let me wove text 
from one place to another. This 
the sentence that I will move.@ 

Block commands let me copy text. 


★ Press (control) - 


The prompt at the bottom of your screen will say: 










CHAPTER 10: BLOCK COMMANDS 


Type "l." You should see another block marker that has been 
inserted before your cursor. This marks the end of block 1. Now you know 
how to mark a block. A block may be marked with any number from 0 to 9. 


P9:0 0 1 


LnJ 0 0 3 Col:034 


F i 


I e:BLO CKS 


---a--- • v — r 

Block commands let. me move text 

From one place to another. 0- This 
the sentence that I mill move. 4DI @ 

Block commands let me copy text. 


=es 


8. You can move a block of text without retyping it. 

Move your cursor to the beginning of your first paragraph, over the 
letter "b." 

PgiOOl L n:0 01 Col : 005 File:BLOCKS 

§1 ock commands let- me mooe text 
from one place to another. This is 

the sentence that I mill rnooe - ^ 

Block commands let me copy text. 


★ Press (control) - [BJ. The prompt at the bottom of the screen will say: 



☆ Press [?]• You will see the BLOCK COMMANDS menu: 


r 




Pg:001 Ln s 0 01 Col:005 Files BLOCKS 


Block commands let me move text 
from one place to another. This is 

the sentence that I ui I I move. 

Block commands let me copy text. 
This is the sentence that I will copy.* 


Block comm 
typestyles wit 
change this se 
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& Use (T~) to select Move block. Press C return; . 
The prompt at the bottom of the screen will say: 


Move BIock 

Enter number of block to moue 
or ESC to cancel* 


Type "l." The sentence that was inside the block markers will be moved 
and inserted in front of your cursor. You have moved a block of text. You 
will see: 

/-x 

P9S001 L n:0 0 2 Col : 006 File!BLOCKS 

This is the sentence that I uill 
move.§Iock commands let me move text 
From one place to another.*’ 

Block commands let me copy text. 


9. You can copy a block without moving it. 

'k Move your cursor to the last sentence of your second paragraph over the 
"T" in "This is the sentence that I will copy." 


■fc Press (control) - [BJ, then type "2" to mark the beginning of the block. 

Move your cursor to the end of the last sentence in your second 
paragraph (over the paragraph mark). 


Press (control) - |BJ, then type "2" to mark the end of the block. 
You should see: 


r 


Pg:001 Ln:006 Col:009 File:BLOCKS 

This is the sentence that I uill 
move.BIock commands let me move text 
from one place to another.w 

Block commands let me copy text. 
##This is the sentence th3t I ui I I 
copy. 4*@ 

Block commands let me change 
typestyles uithout retyping. I uill 
change this sentence to Italics.y 
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Press C control) - [§], then press PFL 

You will see the BLOCK COMMANDS menu. Use CD to select Copy 
block. Press ( return ) . 

Type "2." The block you marked will be copied and inserted in front of 
your cursor. 

, - 

P 9 :00 1 Ln ^OO? Colipu File: BL OCKS ^ g 

This is the sentence that I will 
wove.Block commands let me move text 
from one place to another.* 

Block commands let me copy text. 

■5# This is the sentence that I will 
copy.OiThis is the sentence that I 
will copy .0 

Block commands let me change 
typestyles without retyping. I will 
change this sentence to Italics.* 


mi 


10. You can copy a block as many times as you want. Copy block 2 again. 

★ Move the cursor to the beginning of the second paragraph (over the "b"). 

☆ Press C control) - [§], then pressRH. 

☆ You will see the BLOCK COMMANDS menu. Use HD to select Copy 
block. Press c return ) . 

•k Type "2." Block 2 will be copied and inserted in front of your cursor. 

-N 

Pg:Q01^Ln^Q05 Col: 006 File? BLOCKS ^ 

This is the sentence that I will 
move.Block commands let me move text 
from one place to another.* 

This is the sentence that I will 
copy.glock commands let me copy text. 

C^This is the sentence that I will 
copy.^iThis is the sentence that I 
will copy.* 

Block commands let me change 
typestyles without retyping. I will 
change this sentence to Italics.* 


mn 
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11 . You can unmark a block. 

k Press (control) -[F. 

k Press [?]. You will see the BLOCK COMMANDS menu. 

☆ Unmark block is already selected. Press C return ; , The prompt at 
the bottom of the screen will say: 


k Type "2." The block markers for block 2 will disappear. You have 
unmarked block 2. 

12. You can delete a block. 

k Put your cursor over the "f" in "from one place to another." (in 
the first paragraph). 

k Press C control) - [b], then type "3" to mark the beginning of block 3. 

:k Put your cursor over the period following "another." 

k Press (control) - [b], then type "3" to mark the end of block 3. 

k Press (control) - [b], then press[T]. 

k You will see the BLOCK COMMANDS menu. Use ('T') to select Delete 
block. 

k Press ( return ) . 

k Type "3." Block 3 will be deleted. 

13. You can change the typestyle of a block without retyping. 



Unnark fcf Iock 

Enter number of block to unnark 

or ESC to canceI. 
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is Put your cursor over the first word ("i") in the last sentence of the last 
paragraph. 

copy. B I ock coroMands let- me copy text:.. 

This is the sentence that I mil! 
copy.This is the sentence that I will 
c o p y • 

Block commands let me change 
typesty les without retyping. H] will 
change this sentence to Italics. 


is Press (control) - [bj, and type "4" to mark the beginning of block 4. 


is Move your cursor to the end of the last sentence (over the paragraph 
mark). 

copy.Block commands let me copy text. 
This is the sentence that I will 
copy.This is the sentence that I will 
c o p y . K* 

Block commands let me change 
typesty I es without ret-yp i ng. WEW I will 
change this sentence to Italics.Q 


★ Press (control) - [BJ, then type "4" to mark the end of block 4. 

is Press (control) - [b], then press [?]to see the BLOCK COMMANDS Menu. 

is Use CT) to select Other typestyles and press ( return ) . 

is Type "4" when asked for the block number to change. You will see the 
OTHER TYPESTYLES menu: 


P 9 S 00l^Ln^O10 Co I ! 0 36 F i Ie: BLOCKS ^ 

This is the sentence that I will 
move. Block commali 


This is the 
copy.Block comma 
This is the sent 
copy.This is the 
copy. 

Block comman 
typestyles ui i tho 
change this sent 


OTHER TYPESTYLES 



©HOD Bra© 
Ste&ci1 
Supar scr j pt 
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CHAPTER 10: BLOCK COMMANDS 


★ 


Use QD t° select Italics. Press the space bar to V Italics and then press 
C return ) . Block 4 will be changed from Plain text to Italics. 


r 


P 9 : 001 Ln:010 Col:036 File:BLOCKS 


I will 
text •u 
will 
text. 


This is the sentence that 
move.Block commands let me move 
This is the sentence that I 
copy.Block commands let me copy 
This is the sentence that I will 
copy.This is the sentence that I will 
copy, 

Block commands let me change 
typestyles without retyping. *i f f 

ch*n$e this sentence to It a/ / cs , C®[] 





Note: After you have used Block Commands to change your file, you may need 
to insert or delete spaces between sentences. You may also need to 
check the number of spaces in the paragraph indentions. 

V___ J 


14. Save your file if you want to keep the changes you have made. 

15. If you want to learn how to use the block commands without using the BLOCK 
COMMANDS Menu and prompting, check your MAGIC SLATEII REFERENCE 
MANUAL for a list of commands. 
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Practice what you learned 


Create a new file. Save it with 


Mark a block. 


Unmark a block. 


Mark another block. 


Move a block. 


Copy a block. 


Change the typestyle of a block. 


Delete a block. 


Be sure you understand 



Block Commands 


delete a block 


quick save 


unmark a block 


mark a block 


copy a block 


block marker 


change the typestyle 


move a block 
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FORMAT 



1 . Boot the MAGIC SLATEII disk and then replace it with your data disk. 


2. Choose | and press (return) . 


3. Name your new file "FORMAT" and press ( return ) . 


4. You can format a file. (Change the shape, size and arrangement.) 


■fe Hold down (control) while you press |_F 


★ You will see the FORMAT FILE menu: 



Preset format will give you a format that has already been set for 
the margins and paper length most commonly used. The Preset format 
uses no headers (text or numbers in the top margin) or footers (text or 
numbers in the bottom margin). 


Custom format will let you create your own format. 
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Unless you change the format of your file, MAGIC SLATEII will use the 
Preset format. The Preset format sets up a page like this: 


Paper length: 
11 Inches 


Left margin: 

2 inches wide 


Text: 


Right margin: 
2 inches wide 



T 


Paper width 
8 inches 


Top margin: 
1 inch long 


Bottom margin: 

1 inch long 


The Preset format is already selected on the FORMAT FILE menu, so just press 
c return ) . Type the following two sentences: 

Using these two sentences, I will 
learn to change the format of a file. 

"Format" is used to describe shape, 
size, and general arrangement. 


Save what you have written. (Use [5] - [si.) 


Press (control) 


F 


You will see the FORMAT FILE menu again. 











CHAPTER 11: FORMAT 


9. 


Use GD to select Custom format and press ( return ) . You will see the first part of 
the CUSTOM FORMAT menu: 



If your disk has 
been set to show 
centimeters, you will 
see measurements 
in centimeters instead 
of inches. 


Notice that the format is currently set for a Paper width of 8 inches. Two 
inches for the Left margin and two inches for the Right margin will be 
left blank. You can change the paper width, the left margin, and the right 
margin by typing over the numbers. 

★ Paper width includes the space reserved for your text plus the left and 
right margins. 

★ You must reserve a width of at least one inch for your text, so the 
narrowest paper width you could set would be one inch with the left 
and right margins at 0. 

★ The widest paper width you may set is 15 inches. 


Notice that the format is currently set for a Paper length of 11 inches. 

One inch at the top of the page and one inch at the bottom of the page will be 
left blank for margins. You can change the paper length, the Top 
margin, and the Bottom margin by typing over the numbers. 

★ Paper length includes the space reserved for your text plus the top 
and bottom margins. 

★ You must reserve at least one inch for your text, so the shortest paper 
length you could set would be one inch with the top and bottom margins 
atO. 

★ The longest paper length you may set is 15 inches. 
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CHAPTER 11: FORMAT 


10. Try changing your right margin. 


k Press ( return ) (5 times) to accept each of the current margin 
settings until your cursor is on the line to set the Right margin. 

k Type " 3 . 5 " and press ( return j . 


k You will see the second part of the CUSTOM FORMAT menu. For now, 
press C return; (5 times) to accept each of the current settings. The 
fifth ( return ) will erase the CUSTOM FORMAT menu. You will 
see your file with the Custom format (Right margin 3.5 inches wide) 
you set: 


r 


P 9 S 001 Ln:001 Co I:00 1 Files FORMAT 

[] Using these two 
sentences, I will learn 
to change the format of 
a file. "Format" is 
used to describe shape, 
size, and general 
arrangement. 











11 . Try changing back to the Preset format. 

k Press (control) - |~Fl You will see the FORMAT FILE menu. 
k Use CD to move to Preset format. 
k Press ( return ) to set your file to the Preset format. 
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★ You will see your file changed back to the Preset format: 


Pq: 001 Ln:001 Co 1:001 Fi Ie:FORMAT 

[] Using these two sentences, I will 
I earn to change the format of a file. 
"Format" is used to describe shape, 
size, and general arrangement. 


12. There are other things you can change using Custom format. 

•k Press (control) You will see the FORMAT FILE menu. 

Use CD to move to Custom format. Press ( return) . 

•k You will see the first part of the CUSTOM FORMAT menu. 


■fc Press ( return ) (6 times) to accept the current settings and move to 
the second part of the CUSTOM FORMAT menu. You will see: 


Pg!001 Ln 8.001 Co 1:001 FlIesFORHftT 


CUSTOM FORMAT 

I Page header: 

| Page footer: 

! Print header on first page? no 
' First page number? 1 
! Printing mode: 

v'Graphics/'Fixed width 
Text/Fixed width 
Graphics/PrcportionaI 
Text/Proportional 


Enter response. RETURN accept 
!CTRL-B backs up, ESC exits. 


13. Suppose you want to number your page. You want the numbers to be 

printed in the center at the bottom of each page with a dash before and after 
each number. 

k Press ( return ) until your cursor is under Page footer. (You will be 
leaving the Page header blank because you do not want to put any 
text or numbers in the top margin.) 
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k Hold down (control) while you press [c] to change the justification of 
your Page footer. (If you do this several times, you will see your cursor 
switch from left justified to centered to right justified.) 

■sfe- Be sure your cursor is centered and then type ( MAGIC 

SLATEII will automatically replace the # with the page numbers l, 2, 3, 
4, and so on when it prints your file). Press c return ) . 

k Since you are not using headers, just press ( return ) to answer this 
question. 

k The First page number is set to 1, so press l return ) to accept 1 as the 
first page number. 

k Your cursor will move to the choice of Printing modes: 


Your screen may 
not display all 
four modes. 


k Use CT~) to select Text/Fixed width and press ( return ) . 

k Save your file now. The Custom format you have selected will be saved 
with your file. 



14. Because headers and footers are located in margins, they cannot be seen until 
a file is printed. If you want to see page numbering work, you will have to print 
a file. Before you try printing this file, you may want to enter several pages of 
text. (All you have saved so far are two sentences on the first page.) 



Note: You can also number pages using Quick Format. See Chapter 5, PRINT. 



15. For more information on formatting a file, see the MAGIC SLATEII REFERENCE 
MANUAL 
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Practice what you learned 


☆ 

☆ 

☆ 


Start a new file (or use one you have already saved). 

Write several short paragraphs. 

Experiment with format changes, especially left and right margins. 
Print a file using a format that you might want to use again. 


Be sure 


format a file 
Preset format 
Custom format 
paper length 
top margin 
bottom margin 


you 



paper width 
left margin 
right margin 
header 
footer 
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5. You will see a rectangle on the screen with a cursor inside. This is a planning 
box. You will use planning boxes to organize and to put down ideas for your 
writing. You need not use full sentences in planning boxes. 



6. Begin putting down ideas for a short paper about the Planner. 
★ Type: 

planning, ideas, main thoughts, 
invisible outline 
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STUDENT PLANNER 


■& Press [5]- [p] to turn off the Planner. You will notice the cursor 
is now outside the box. 



Press [ 5 ]- [p] to turn on the Planner again. You will see a second 
planning box with a cursor inside. 

★ Type the following inside the second planning box: 
reports, stories, explain ideas 

★ Press [5 ]-[p] to turn off the Planner. 

7. Add another word to the second planning box. 

it Use CD to move your cursor back into the second planning box. 

★ Press [5]-[p] to turn on the Planner. 

★ Move the cursor to the space just after the word "ideas." 

★ Add the word "journals." 

★ Press [c5]-[p] to turn off the Planner. 
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STUDENT PLANNER 


r 


8. Use the ideas in the planning boxes to start writing a short paper about the 

Planner. Move the cursor to the beginning of the line after the first planning box. 



The Planner lets you put your main 
thoughts and ideas in planning boxes 
before you write. You can leave these 
boxes out when you print, so they work 
like an invisible outline. 

★ Move the cursor to the beginning of the line after the second planning box. 

★ Indent and type the paragraph below. Do not press ( return ) . 

Use the Planner for reports, 
stories, journals, or anything you 
write. Organize your ideas in planning 
boxes. Then, write under each box 
using full sentences to explain the 
ideas in the box. 

★ Your screen should look like this: 
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STUDENT PLANNER 


9. Add a title to your text. 

k- Move your cursor up to the vJ above the first planning box. 
k Type: writing with the student planner 

10. You may delete a planning box at any time during your writing. If you have not 
deleted the boxes when it is time to print, you will be given the option of not 
printing the boxes. 


11. Delete the first planning box. 

★ Put the cursor over the first letter ("p") in the first planning box. 

★ Press [ 5 ] - [pJ to turn on the Planner. 


★ Press (control) - IDJ- 

★ Highlight everything in the box. (Use (^) or press |~P| ). 

★ Press ( return ) to delete everything that is highlighted. 

★ Use [ 5 ] -[p] to turn off the Planner. If there is no text in the planning box 
when you turn it off, the box will disappear. 

Pg! 00 l^Ln^002 ColiQOl Fi I e:PLANNING^ ^ 

WRITING WITH THE STUDENT PLANNER^ 

[] The Planner lets you put your main 
thoughts and ideas in planning boxes 
before you write. You can leave these 
boxes out when you print, so they work 
like an invisible outline.* 


reports, stories, explain ideas, 
journaIs* 


Use the Planner for reports, 
stories, journals, or anything you 
write. Organize your ideas in planning 










STUDENT PLANNER 


Note: 


Because you have been usi ng (control) for most commands, you may 
accidentally use it instead of [G]. If you press (control) - [p] by mistake, you 
will see something like this: 


P 9 S 002 Ln:00 1 Co Is 00 1 FiIe:PLANNING 

—T * -"V r H •' ' E l 

* 

... 


»P9 002- 







This is called a page break. To get back to the Planner, just press (delete) , 
then 15]- IE- 






STUDENT PLANNER 



Practice what you learned 


i k 
☆ 
ik 
ik 

ik 
1 k 


Turn on the Student Planner. 

Put ideas about a dream vacation in the planning box. 
Turn off the Planner. 

Try adding some new ideas to the planning box. 

Write a paragraph using the ideas from the planning box. 
Delete the planning box. 



sure 


you 



Student Planner 
planning boxes 
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